
Office of the Attorney General 
Human Resources 
Indiana Government Center South, 5th floor 
302 W. Washington Street 
Indianapolis, IN  46204 
jobs@atg.state.in.us 
317-232-7979 (fax)        

JOB 
POSTING 

 

Interested candidates should send their resume via regular mail, email (as a Word document) or 
facsimile to the address or phone number shown above. The Office of the Attorney General is an 
Equal Opportunity Employer. 

 
PARALEGAL, MEDICAL LICENSING 
CONSUMER PROTECTION DIVISION 

 
Assists the Section Chief and Attorneys in the investigation and prosecution of disciplinary 
complaints concerning licensed medical professionals.  This position reports to the Section Chief 
of Medical Licensing. 
 
Duties: 

• Complete all tasks necessary for the preparation of administrative disciplinary 
complaints. Including, but not limited to, the preparation of pleadings, tracking hearings, 
and agendas; timely documentation of all activities for files; opening and closing 
Litigation cases; tracking cases as well as the assignment of cases, preparing all new 
Litigation case files, running and updating reports. 

 
• Assist in discovery, witness interview and preparation; subpoena; attend all meetings, 

hearings, conferences, and depositions, as required.  
 

• Conduct research concerning statutes, and trial procedures and case law as directed. 
 

• Communicate with complainants, respondents, and other agencies, regarding complaint 
status and other matters related to the litigation.   

 
• Act as liaison with the Health Professions Bureau, outside agencies, and Boards. 

 
• Maintain all board agendas and hearing calendars.  Sort and direct mail for Section Chief.   

 
• Other duties as assigned by the Section Chief. 

 
All eligible candidates for this position will make a two-year commitment to the Office of the Attorney 
General. 
 
Qualifications: 
 

• Paralegal degree or equivalent required. 
 
• Must be proficient in computer skills preferably with Microsoft Office and Westlaw 

research, and all other applicable software in use by Division. 
 

• Must have the ability to communicate effectively, both orally and in writing. 
 

• Organizational skills, sufficient to work with large caseloads including monitoring of due 
dates are required. 
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• Good customer relation skills including the ability to work with both complainants and 
respondents required.  Able to work well with others.  

 


